WAJAHAT NASEEM 


Together with my integrity, qualification, skill set and experience, | 
want to work efficiently towards 

the attainment of an organization’s goals and objectives in parallel 
with my learning and growth 


EXPERIENCE 


1: Gloria Jeans:- 
Account's Officer/ Admin 


CONTACT e To record daily sales of outlets. 


e Monitoring four outlets daily sale cash or credit sales. 

e Daily report to Manager. 

Phone e Bank Reconciliation. 

0342-2353873 e Update Vendors ledger and company ledger on daily basis. 
e Handling Petty Cash on weekly basis. 

2: ISPAHANI FOODS:( ast July, 2018 to 30th April 


wajahatnaseem20 @gmail.com Admin Assistant 
Address e To assist my supervisor in company arrange seating arrangements of 


| customers / visitors. 
House 48/8, Area 1-D, Landhi e To assist record of cars on monthly basis and maintenance of 25 cars of 


employees. 
e Assist in preparing record of riders bikes petrol / meter reading. 
EXPERTISE e Weekly maint generator of company (oil changing, battery charging). 
e To resolve air condition complain by department. 
Window 7/10 e To record of employees attendances , loan application, overtime etc. 
Office Automation 3: GRACE GROUP OF COMPANIES (12th Dec, 2012 to 1st July 2017 
Microsoft Office Accounts/ HR Officer 


e Answer queries by employees and clients. 

e Update office policies as needed. 
PowerPoint e Arrange travel and accommodations. 

e Any other work assigned by management. 


Microsoft Excel 


Drafting Email 


Outlook EDUCATION 


Communication skill Bachelor of Commerce 


University of Karachi 


REFERENCES FSC Pre engineering 


Karachi Board 
Reference would be available 


on request Matriculation Science 


Karachi Board 


